When you first launch Microsoft Outlook through Citrix, you will
get the following pop-ups that require your input for completion.
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In the first pop-up, enter your Name and click on OK
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The next pop-up, select Add a New Email Account, then click on
Next.
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E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outiook uses.

E-mail

& Add & new e-mail account
 Wiew or change existing e-mail accounts

Directory

£ Add a new directory or address book

" Wiew or change existing directories or address books
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The next pop-up will ask for the type of email account, select
Microsoft Exchange Server and click on Next

Microsoft
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E-mail Accounts m

Server Type
ou can chonse the type of server your new e-mal aczount wil wark with,

% Microsoft Exchange Server
%Dnnett to an Exchange server to read e-mail, access public folders, and share
joruments.
 poP3
Connect ko a POP3 e-mail server ta downlaad vaur e-mail.
£ ™Map
Connect ko an IMAR e-mail server to download e-mal and synchronize maibox
folders,
 HTTP
Connect ko an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders,
" additional Server Types
Connect ko anather workaroup or 3rd-party mai server,
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On the next pop up, enter the following in the appropriate field;
Microsoft Exchange Server: mail

Enter your network login ID for your user name: For Example:
JohnD

Click on the Check Name button, and the system will ‘resolve’
your name. If another person on the State Government Network
that we are connected with has the same ID, you will receive a
pop-up to select the appropriate account.
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Exchange Server Settings
You can enter the requived information to connect o vour Exchange server,

Type the name of your Microsaft Exchange Server computer, For information, see your
system administrator,

Microsoft Exchange Server: [mai

I Use Cached Exchiznge Made

Type the name of the maibiox set up for you by your administrator. The maibox name
is usually your user name,

User Name: [username] Check Name.
Mare Settings ...
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When your name is resolved, you should see something similar to
the following pop-up.

E-mail Accounts

Exchange Server Settings T‘:
You can enter the required information to connect to your Exchange server,

Mame; |Furk, Kevin (CTED) GhiEch [ame:

Click on Next
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The pop-up is a summary. Click on Finish and your Outlook will
launch.
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Congratulations!

You have successfully entered all the information required ta
Setup your account,

Ta dlose the wizard, dlick Finish.
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